OPERATIONAL SERVICES DIVISION

Job Aid:

How to Return Items in COMMBUYS
This Job Aid shows How to Return Goods and Services in COMMBUYS.
Of Special Note:
Before a receipt can be processed, there must be a PO in Sent status. The receiving of goods and services may be either:
complete receipt or partial receipt. Items that are being returned must be received and then returned. The receipt of items
can also be cancelled without first receiving them. This Job Aid shows how to return items on a PO and the completed
receipt with a Receipt Number assigned in an updated status of Approved for Invoice.

Individuals within an agency or department who receive and or create requests for payments will find this document
useful. These users MUST process receiving within the Basic Purchaser role or within the Department Access role with
permission to receive.

Screenshot ‘ Directions ‘

Step 1 Login to COMMBUYS

. e Launch the COMMBUYS website
' M M BUY by entering the URL for COMMBUYS
OPERATIONAL SERVICES DIVISION (https://www.commbuys.com)

COMMBUYS is the only official procurement record system for the Commonwealth of
Massachusetts’ Executive Departments. COMMBUY'S offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase

competition, and achieve best value for Massachusetts taxpayers. L4 Enter your Logln ID and password
COMIMBUYS INEORMATION: and click the Login button on the
For more information on COMMBUY'S please visit the COMMBUY'S support pages. COMMBUYS |anding page.

Training and Registration for Purchasers
Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBUY S@Estate ma.us or ring us during normal business hours (8AM — 5PM Monday —
Friday} at 1-288-627-8283 or §17-T20-3197.

L[ Register
Register here to begin using COMMBUY'S
“endors, please read this disclaimer prior to registering.

' Complete Registration
Complete registration here to begin using COMMBUYS
“endors, please read this disclaimsr prior to completing registration.

L1 Open Bids
Browse open bid opportunities.
N Active Contracts
Browse active Contracts/Blankets.
W Contract & Bid Search
Search for Bids and active Contracts/Blankets.
N Reqgistered Vendor Search

Search for registered vendors

Login I1D:

Password:

Forgot your password?

© 2014 Periscope Holdings, Inc.
All Rights Reserved
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No News Available

Step 2 Create new receipt

e From the Navigation Bar, select the
Documents dropdown tab, then click
on Receipts > New.

e The PO Receipts-Search PO search
box appears.

NOTE: The User must be in the Basic
Purchaser role or Department Access with
permission to receive.

PO Receipts - Search PO

Search Using: A1 of the criteria ¥
Search Fields:

PO Description
POType

Header Major Status

Header Minor Status v
Department

Location v
Type Code

Catalog B
Required Date(MMDD/YYYY)
Vendor ID:

Fiscal Year

UN SP SC Segment-Family
UNSPSCClass v
Commodity-EPP

Q

Alternate 1D

x

Vendor Name:

LE

Item Description

PO Date(MMDD/YYYY)

Update Date(MMWDD/YYYY) [iss

Stock Item Number

Step 3a Locate Purchase Order

Locate the Purchase Order by using any of
the following search fields:

e Purchase Order (#) number and
Release Number or Buyer.
e Click Find It.

NOTE: If you search using the Buyer field, the
results will produce a list of the entire existing
POs for the specified buyer. Select the
required PO.

[Fo Receipts - Search PO

Search Using:  [ALL of the criteria_¥

Search Fields:  po 4

PO Description
POType

Header Major Status

Header Minor Status v
Department

Location v
Type Code

Catalog v
Required Date(MMDD/YYYY)
Vendor ID:

Fiscal Year

UN SP SC Segment-Family
UNSPSCClass v
Commodity-EPP

(Open Market Results

Release Number
Alternate ID

v Buyer

«

PO Date(MMDD/YYYY)

(] Update Date(MWDD/YYYY)
Q Vendor Name:

Item Description

Q Stock Item Number

Find It Clear

@ You will not be able to select a purchase order if you are

Select Purchase Order &

PO.16-1080.05001-05D13.00000003700

=10

P0-16-1080-05001 ososnoweum

Burchase Order Date
071202015

0810312015

PO-16-1080-05D01-OSDEP-00000003753

PO-16-1080-05D01-OSDEP-00000003764

0810372015

0810372015

Description

test2 os
Job Ald Open Market o]
Aug 3, Enable Roling Enrolment o

Aug 3, Enable Roling Enroliment o

Soet Ex

Step 3b Select Purchase Order

From the list of existing purchase orders,
select the PO by clicking the corresponding
radio button in the select column.

Click Select.
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Receipt # 0001791 (In Progress) - Purchase Order # P0O-16-1080-0SD01-OSDEP-00000003751

e o Ordered Guansty Dotars ReceiptType
Cont Receipt TobliPG Reseipts Tobl)
Foostenvce Susphes, CUP, GOLD PAPER 50T PATHWAYS, OVIE 240005 B 4
ST162 CS-Case 30 [Receve ]
oo [Receve |
Retum ]
Cancel
Fooseniee Suppie, CUP,COLD PAPER TOZ STMPHONY, 5010, 200055 B M8 | narening Adustment
2 50915 CS.Case 10 Retum Adjustment
©9) Cancel Adjustment

08052015 051143 AM | il
Foasence Suppies, CUP, COLD PAPER S0Z PATHAAYS, DIUE. 2400CS [ 4.
3 10527 Cs-Came 30 Receive v
00
080572015 09.11:43AM | gy

et All Comment * ; Cancel All Comment *

I Receneareumesconceld auantty ofreces nsatus GG - Gancelea ond “SCAT - Retumed™

ontimston Messages

Receipt Number: 0001791 Receipt Status: SCi-InPragress Rec|
0 Number: 20-16:1080-05001-0SDEP-0000000Y7S PO Statws: 5. sent Atten]
eparment * ; 0SDO1 - Operational Services Division | Location*: 0SDO1 - Congress St v Recei|
ser Created: — Date Created: 080572015 05:1 142 AM. User
ate Last Updated: OVOS201S 0811142 AM

Step 4 Create Return Receipt

The screen opens to the receiving screen.
The Receipt Type column defaults to
Receive.

Before returning an item; you must first
receive the items. Ensure that each line
item’s receipt status is marked as
Receive.

e Click Receive All.

In this example we are going to receive all
the items.

Receipt # Purchase Order # P 0000001 ® -

Step 5 Confirm Receipt

A dialogue box appears asking, “Do you
want to Receive all items on this
Receipt?”

e Click OK, to confirm

— (] o
- S
e = = ———— S T, e

Step 6a Return the Items

Next, go to the Receipt Type column for
line item (1).

e Select Return from the dropdown
menu.

e Inthe Quantity/Dollar column
enter the amount being returned if
a portion will be kept.

e Enter a comment/reason for
making the return.

NOTE: A reason must be entered for each
item returned.
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COMMBUYS s Step 6b Return the Items

—— OPERATIONAL SERVICES DIVISION ——

If you attempt to Save & Continue
without a comment this message displays.

e Click OK and enter comment
—_———— - e Click Save and Continue

——— — = o i s,
1 | et ce-om o) (e B 5 owm Step 7 Submit for Approval
©9 oea0/2015 0908 52 A% Ramanng: 30
2 il o et o 30 D The Quantity/Dollars Receipt Total (PO
fostees vk cLE.Coln aeen E e S0 e - Receipts Total) column is updated reflecting
2 $95.15 CS-Case 39 | Receve I 00
O | that we made a Return.
Foodservice Suppies, CUP. COLD PAPER 30Z PATHWAYS, DUOE. 2400CS . s
i i m— e Click Submit for Approval
[Return Al Comment " : Cancel All Comment * :
JO Receivedretumed/canceled quantity of receipts in status “SCC - Canceled” and “SCRT - Ratumed is igrored when calculating received/retumed/canceled quantty for 3 PO tem.
Receve Al Rewn At | Cascel A4 [ saved Contave K suoms tocAspors ) Cances Recest

Step 8

Once your receipt is approved it will be placed
in the Approved for Invoice status.
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